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STATE UNIVERSITIES AND COLLEGES
FROSTBURG STATE COLLEGE ' " ADMISSIONS

tern
No. Description Retention

1.

2.

3.

4.

5.

Student Records - Freshmen Inconroletes/Cancels

Students who have applied as entering freshmen and have
missing items necessary for admission, etc. SAT scores,
high school transcript. Eventually they are cancelled.

Studenc Records - Freshmen Admitted/Cancels

Students who have been accepted and never paid advance
deposit. Eventually they are cancelled.

Student Records - Freshmen Denials

Students who do not meet admission standards are
classified as denials.

Student Records - Transfer Incompletes/Cancels

Students who have applied for transfer admissions and
have missing items necessary for admission, etc.
official transcripts. Eventually they are cancelled.

Student Records - Transfer Paid Deposit/Cancels

Students who are admitted and paid $100.00 acceptance
fee. and never registered for class. Eventually they
are cancelled.

Retain for two years or
until all audit requiremen
have been fulfilled] then
destroy.

Retain for two years or
until all audit requiremei
have been fulfilled; then
destroy.

Retain for two years or
until all audit requireme
have been fulfilled/then
destroy.

Retain for two years or
until all audit requireme
have been fulfilled; thei
destroy.

Retain..for two years or
until all audit requirem
have been fulfilled; the
destroy.
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Item
No. Description Ratention

6.

7.

9.

10.

•11.

Student Records - Transfer Admitted/Cancels

Student offered admission and never paid advance
deposit. Eventually they are cancelled.

Student Records - Freshmen Paid Deposit/Cancels

Students who paid advance deposit and then never
registered for class. Eventually they are cancelled.

Student Records - Transfer Denials

Student s who do not meet admission standards are
classified as denials.

Student Records - Part-Time /Cancels

Student folders on non-matriculated part-time students.
Inactive folders are eventually cancelled.

Student Records - Special Students/Cancels

Folders on students-who have .Bachelor Degrees or are
enrolled for only a few courses and are not seeking a
degree. Inactive folders are eventually cancelled.

Student Records - Re-entries/Cancels

Retain for two years or until
all audit requirements have
been fulfilled- then destroy.

Retain for two years or until
all audit requirements have
been fulfilled; then destroy.

Retain for two years or until
all audit requirements have
been fulfilled," then destroy.

Retain for two years or until
all audit requirements have
been fulfilled; then destroy

12.

Folders on students who have previously attended FSU
and come back to finish college education. Inactive
folders are eventually cancelled.

Student Records - Graduate Students/Cancels
Folders on students who attend FSU.for graduate credits
Inactive folders are eventually cancelled.

Retain for two years or unti
all audit requirements have
been fulfilled", then destroy

Retain for two years or unt:
all audit requirements have
been fulfilled; then destro-

Retain for two years or unt
all audit requirements have
been fulfilled; then destro'

Jig. $A



IMSTRUCTtQftlS--TYPg OR PHINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
»ITH RECORDS RETENTION SCHEDULE
(DCS SBO-t)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND 20794 •

AGENCY RECORDS INVENTORY

•ARTMENT/AGENCY

ITY OF*MARYLAND SYSTD
2. DIVISION

FROSTBURG STATE UNIVERSITY
l. UNIT

Admissions

DEFINITION-RECORD SERIES-A OROUP or IUCLJVTSD RKCORDS NORMALS.Y FIUKD AND USKO AS A UNIT FOR
M K M M C t AS WBH. AS RKTKNTIOW AND D U f O l i T I C N PtlwPOMg* •__

4 . RECORD SCRIES TITLE

Admissions Records for Cancelled. Freshmen Who Applied

« . RECORD SERIES DESCRIPTION l " " " " ^ * > « « « • « THK T Y F « Or IHWWIATI ON/ DOCUMENTS /FORMS FOUND
•IN W E SERIES. . IHCLUDI THK PURPOSE OR FUNCTION Of THK SKR1KS]

All freshmen folders who were cancelled after applying or because of being incomplete.

7 . RECORD SERIES FORMAT(S]

K L E T T E R SIZE Q MICROFILM

O LEGAL SIZE • COMPUTER TAPE

tffepUND BOOK O FLOPPY DISK

^ U J O I O TAPE D VIDEO TAPE

a OTHER(SPECIFY)

8 . RECORD SERIES SEQUENCE

X£ ALPHABETICAL

0 NUMERICAL

O CHRONOLOGICAL

• GEOGRAPHICAL

Q OTHERISPECIFYJ

9 . VOLUME

) S C F 1 L E DRAWER(S)

Q MICROFILM REEL(S)
1 /?. D COMPUTER TAPE(S)

NVUBK* a OTHER(SPECIFY)

1 0 . ANNUAL ACCUMULATION

XX FILE DRAWER(S)
, /« D MICROFILM REEL(S)

hUUHTK' ° COMPUTER TAPE(S)
• a QfrveFH(SPrrnnr)

i M FILE IS USED

]QC DAILY a WEEKLY D MONTHLY

lZ' FILE BECOMES INACTIVE AFTER

^ D MONTH(S) ^ Y E A R ( S )
NUMBER

; 13. CURRENT LOCATION(S) (BLDC. .FLOOR,ROOM)

Room 228, Hitchins (Admissions)
14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tir YES. SPECIFY /.OEHCT OR OPF(ce)

a YES Xlfi NO

IS. ACCESS RESTRICTIONS • YES >\NO
( ir YKS, CITS UAv(s) & RKOUUATI ON ( S ]

IS. AUDIT REQUIREMENTS

D NONE H STATE D FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YKS.KXPLJtIN

IRIIFUY AKD DKSCRIBK ANY HAROIARc/SOFTVARK)

& YES • NO

On Vax computer.

18. RECOMMENDED RETENTION

Retain for 2 years or until all audit
requirements have been fulfilled; then
destroy. \ • ' ;

NAME AND TITLE OF PREPARER

Rhonda DiUbaldo, Off.Sup.II

20. TELEPHONE NUMBER

3O1-689-A3O5

21. DATE

10/6/92

DCS 3 3 0 - 4 (REVISED 2 / 8 7 )

Fia. 7



INSTRUCT1 CMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
3£VISED RECORD SERIES. FORWARD
fITH RECORDS RETENTION SCHEDULE
(DCS 590-1).

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD
P.O. BOX 27S

JESSUP, MARYLAND 207 84 -

AGENCY RECORDS INVENTORY

PAGE 2_ OF 12

•ARTMENT/ACENCY

ITY OF*MARYLAND SY.STE*
2. DIVISION

FROSTBURG STATE UNIVERSITY
a. UNIT

Admissions
DEFINITION-RECORD SERIES-* a"OW O F «««-ATKD. RECORDS HOBIAU.Y FILED AND USED AS A UHIT FOR

REFERENCE AS WELL AM RETENTION AND OIlfOtlTtOW f U W Q g g l

4 . RECORD SERIES TITLE ' ' '••'•"'"'

Admissions Records for Cancelled. Freshmen Who Were Admitted

« . RECORD SERIES DESCRIPTION ( "* ' K r X m l r O l t S C I l t • • ™ « TYPES Or IH FORMAT I ON/ DOCUMENTS /POMIS FOUND
•IN TrHE SERIES. . INCLUDE THE PURPOSE ON FUNCTION OF THE SERIES)

All freshmen folders who were cancelled after being admitted or because of not paying the
advance deposit.

7. RECORD SERIES FORMAT(S)

XX LETTER SIZE & MICROFILM

Q LEGAL SIZE • COMPUTER TAPE

fBOUND BOOK • FLOPPY DISK

AUDIO TAPE O VIDEO TAPE

D OTHER(SPECIFY)

S. RECORD SERIES SEQUENCE

y& ALPHABETICAL

Q NUMERICAL

O CHRONOLOGICAL

Q GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

1/2

XX FILE DRAWER(S)
• MICROFILM REEL(S)
Q COMPUTER TAPE(S)

N U* a K* D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
XB FILE DRAWER(S)

-,p D MICROFILM REEL(S)
JMBE•W a COMPUTER TAPE(S|

O QTHFBKWriFVl

I ! ! • FILE IS USED

StDAILY Q WEEKLY D MONTHLY

1 2 < FILE BECOMES INACTIVE AFTER

m^mr D "»™t s l ^YEARCS)

; 1 3 . CURRENT LOCATION(S) (BLDC.,FLOOR,ROOM)

Room 228, Hitchins (Admissions)
14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlP TCS, SPECIFY AOCKCT OR OFPICe)

a YES Xfi NO
15. ACCESS RESTRICTIONS • YES M N O

( IP YKS, CITS LAV(s) * RKOULATI ON ( S )
16. AUDIT REQUIREMENTS

• NONE "XL STATE • FEDERAL • INDEPENDENT

17. IS AN INDEX SYSTEM USED? [|p vca.E>J>UIN
• RIKFL.Y AND DESCRIBE ANY HARDS ARE/BOFTSARK )

5BC YES D NO

On Vax computer.

18. RECOMMENDED RETENTION

Retain for 2 years or until all audit
requirements have been fulfilled; then
destroy.

NAME AND TITLE OF PREPARER

Rhonda DiUbaldo, Off.Sup.II

DCS 350-4 (REVISED 2/87)

20. TELEPHONE NUMBER

301-689-4305

i Fia. 7

21 . DATE

10/6/92



INSTRUCT1 QMS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

| ^ ......

DEPARTMENT/AGENCY
UNIVERSITY OF MARYLAND SYSTQ

DEPARTMENT OF CENERAL Sr..v V s '.;?.CS
RECORDS MANAGEMENT DIVISION

7Z78 WATERLOO ROAD
P.O. BOX Z79

JESSVJP, MARYLAND 20794

/M3l/.ri = ".Y iteCORiJS UJvF.H^KY

2. DIVISION

FROSTBURG STATE UNIVERSITY

PAGE 3 or 12

1. UNIT
Admissions

DEFINITION-RECORD SERIES*A GROUP Or IIILATED UCORDI NORMALLY PILED AND UXKO AS A UNIT FOR
RKFCRKNOC A« WELL A« RETENTION ANO DISPOSITION PUHPOIIEI •__

A. RECORD SERIES TITLE

Admissions Records for .Denied Freshmen

8. EARLIEST YEAR/LATEST YEAR

1909 TO 1990

RECORD SERIES DESCRIPTION l"11111^1-* DMCR1BK THK TYPES OF INPORMATION/DOCUMeMTS/PORMS POUND
•IN THE SERIES. . INCLUDE THK PURPOSE OR FUNCTION OP THK BURIES)

All freshmen folders of students, who did not meet admissions standards and are classified
as denials.

•

7. RECORD SERIES FORMAT(S)

XX LETTER SIZE O MICROFILM

• LEGAL SIZE O COMPUTER TAPE

BOUND BOOK ° FLOPPY DISK

D AUDIO TAPE ° VIDEO TAPE

Q OTHERlSPECIFY)

8. RECORD SERIES SEQUENCE

3& ALPHABETICAL

• NUMERICAL

O CHRONOLOGICAL

• GEOGRAPHICAL

O OTHER(SPECIFY)

VOLUME

}flCFILE DRAWER(S)
• MICROFILM REEL(S)

2 1 / 2 a COMPUTER TAPE(S)
H U M B I S * a OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

XK FILE DRAWER(S)

9 n ,„ a MICROFILM REEL(S]
KTJHSgJT n COMPUTER TAPE(S)

• Q wnirp(c;pFriirY)

i:

! ll' FILE IS USED

XK DAILY D WEEKLY O MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER
2 D MONTH(S) ^YEAR(S)

NUMBER
; IS. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

Room 228, Hitchins (Admissions)

14. IS RECORD SERIES DUPLICATED ELSEWHERET
tlP Ve«, BPEC1PY /.OKKCY OR OPPICe)
D YES Xfi NO

IS. ACCESS RESTRICTIONS • YES XH NO
{ IP YKB, CITS LA«(s) & RKOULATI ON ( S )

16. AUDIT REQUIREMENTS

Q NONE HXsTATE D FEDERAL Q INDEPENDENT

17. IS AN INDEX SYSTEM USEDT ( IP Yl8.K>?LAtN
• RIKPLY AND DEICItlU ANY HAROIARE/ BOFTIARS1

X» YES D NO
On Vax computer.

18. RECOMMENDED RETENTION

Retain for 2 years or until all audit
requirements have been fulfilled; then
destroy.

19. NAME AND TITLE OF PREPARER

Rhonda DiUbaldo, Off.Sup.II

ZO. TELEPHONE NUMBER

301-689-4305

Z 1 . DATE

10/6/92

DCS 930-4 (REVISED 2/87)

Fia. 7



•

INSTRUCT \QMS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS BBO-I }

DEPARTMENT OF CENERAi. KCiVf I
RECORDS MANAGEMENT Division

7278 WATERLOO iftOAD
P.O. BOX Z7S

JESSUP, MARYLAND 20794

; ;-S-:s-C{ KhCOKOS IHVt.HH'Nr

PAGE . 4 OF 1 2

DEPARTMENT/AGENCY
UNIVERSITY OF MARYLAND SYSTEi

2. DIVISION

FROSTBURG STATE UNIVERSITY
3. UNIT

Admissions

DEFINITION-RECORD SERIES-A GROUP OF MLATSD RECORDS NORMALLY FILED AND U K O At A UNIT FOR

REFCRKNCK A9 WELL AM RETHNTION AND DISPOSITION PUWMagl •_

4. RECORD SERIES TITLE

Admissions Records for Cancelled Transfers who.Applied
5. EARLIEST YEAR/LATEST YEAR

1989 TO 1990

« . RECORD SERIES DESCRIPTION J B R l K | r i - r OMCHIM TMK TYPES Or INFORMATION/DOCUMENTS/FORKS POUND
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THK SERIES)

All transfer folders who were cancelled after applying or because of being incomplete.

i
7. RECORD SERIES FORMAT} S]

XX LETTER SIZE ° MICROFILM

• LEGAL SIZE • COMPUTER TAPE

Q BOUND BOOK ° FLOPPY DISK

O AUDIO TAPE Q VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

3& ALPHABETICAL

O NIACRICAL

• CHRONOLOGICAL

Q GEOGRAPHICAL

• OTHER(SPECIFY)

9. VOLUME

1/4 _
NUMBCK

}KF1LE DRAWER(S)
O MICROFILM REEL(S)
a COMPUTER TAPE(S)
O OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
^ FILE DRAWER(S)

1 / 4 a MICROFILM REEL(S)
NUmgtt' a COMPUTER TAPEIS)

• D Qngp(«!BPrirY)

>:

! l l * FILE IS USED
XX DAILY O WEEKLY Q MONTHLY

1 2 . FILE BEO3KCS INACTIVE AFTER
2 D MONTH(S) ^ Y E A R l S )

NUMBER

; 13. CURRENT LOCATION(S) ( BLDG.,FLOOR,ROOM)

Room 228, Hitchins (Admissions)
14. IS RECORD SERIES DUPLICATED ELSEWHERET

(IF YES, SPECIFY AOENCY OR OFFice)
a YES Xfi NO

IB. ACCESS RESTRICTIONS ° YES XS NO
(IF YK8, CITK LAW(s) A RKOULATI ON ( S )

16. AUDIT REQUIREMENTS

• NOME BXsTATE • FEDERAL • INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (IF YKB.KXPLAIN
BRIEFLY AKD OKICIIIK ANY HARD*ARE,/SOFTWARK )

XX3 YES • NO

On Vax computer.

18. 'VRECOMMENDED RETENTION
Retain for 2 years or until all. audit
requirements have been fulfilled; then
destroy. •, .••.•"

19. NAME AND TITLE OF PREPARER

Rhonda DiUbaldo, Off.Sup.II

20. TELEPHONE NUMBER

301-689-4305

2 1 . DATE

10/6/92

DCS 530-4 (REVISED 2/87)

Fig. 7



f ̂ STRUCT 1 QMS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
DGS 550-1 )UDCi

HDEFARTMENT/AGENCY

UNIVERSITY OF MARYLAND SYSTQ

DEPARTMENT OF GENERAL SET-r-: = rSS
RECORDS MANAGEMENT DIViSSCM

7278 WATERLOO ftivvtt
P.O. BOX 278

JESSUP, MARYLAND 20794

i /ALHCY i\;;CORn:; livVLHfUkY

2. DIVISION

FROSTBURG STATE UNIVERSITY
1. UNIT

Admissions

DEFINITION-RECORD SERIES-
A GROUP OF RELATED RKCORDI NORMALLY FILED AND U » D AS A UNIT FOR

REFERENCE AS WELL AS RETENTION AND DIIPQglTION PUHfO«El ;_

4. RECORD SERIES TITLE

Admissions Records for Cancelled. Transfers who Paid Adv.Deposi
8. EARLIEST YEAR/LATEST YEAR

1909 TO 1990

« . RECORD SERIES DESCRIPTION (•" I""r i-Y " « « ' » « ™ « ™ * " o r INFCRUATION/DOClWENTS/FOwm POUND
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

All transfer folders who were cancelled after paying adv.dep.or because of not enrolling.

7.

•

RECORD SERIES FORMAT(S)

LETTER SIZE • MICROFILM

LEGAL SIZE ° COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

AUDIO TAPE Q VIDEO TAPE

OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

3& ALPHABETICAL

D NUMERICAL

D CHRONOLOGICAL

D GEOGRAPHICAL

d OTHER(SPECIFY)

9. VOLUME

M F I L E DRAWER(S)
O MICROFILM REEL(S)

1/4 a COMPUTER TAPE(S)
HUMnKn a OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

D FILE DRAWER(S)

]_/4 • MICROFILM REEL(S)

NUUfcgR a COMPUTER TAPE(S)
• a QTHFR(<;PPrlFV)

It.

i.

FILE IS USED

XK DAILY • WEEKLY O MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER

2 D MCNTH(S) ^YEAR(S]
NUMBER

IS. CURRENT LOCATION(S) ( BLDG., FLOOR. ROOM)

Room 228, Hitchins (Admissions)
1 4 . IS RECORD SERIES DUPLICATED ELSEWHERE?

t l F TnCS. SPECIFY /.OENCV OR OFFICE)
a YES Xfi NO

I S . ACCESS RESTRICTIONS • YES XH NO
( I F Y E S , C I T S L-AW(S) * R I O U L A T I O N ( B )

1 6 . AUDIT REQUIREMENTS

• NONE SX STATE • FEDERAL ° INDEPENDEr:

1 7 . IS AN INDEX SYSTEM USEDT ( I F Y E S . E X P L A I N

BRIEFLY AND DKSCH I MK ANY HARDIARc/ BOrTWARS )

X20 YES • NO

On Vax computer.

18. RECOMMENDED RETENTION

Retain for 2 years or until all audit
requirements have been fulfilled; then
destroy.

1 8 . NAME AND TITLE OF PREPARER

Rhonda DiUbaldo, Off .Sup. II

20. TELEPHONE NUMBER

301-689-4305

21 . DATE

10/6/92

DCS 530-4 (REVISED 2/87)

Via. 7



INSTRUCT 1 QMS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

^ D C S SBO-I )

F:DEFARTMENT/AGENCYUNIVERSITY OF MARYLAND SYSTFi

DEPARTMENT OF CENERAi. Sli:«¥ iO1.";
RECORDS MANAGEMENT QgYWJiOU

7278 WATERLOO ftOAXj
P.O. BOX Z7B

JESSUP, MARYLAND 20794

iJ-.Ki'.f.V i-:H.(.OUi.'S i.',-tV!;.!^!(..){{V

2 . DIVISION
FROSTBURG STATE UNIVERSITY

s. UNIT

Admissions

DEFINITION-RECORD SERIES
A OROUP Or RKLATED RKCORDI NORMALLY Ft LSD AND USKD AS A UNIT FOR
RKFCRgNCK AS 1EU. AS RETENTION ANO DUrOIITIOH PUBPQggl ;_

4. RECORD SERIES TITLE

Admissions Records for Cancelled Transfers who were Admitted
B. EARLIEST YEAR/LATEST YEAR

1989 TO 1990

j « . RECORD SERIES DESCRIPTION I™1*™ « « « « « ™K TTKS o r INPORUATION/DOCUWSNTS/rofms POUND
•IN THE SERIES. . INCLUDE THK PURPOSE OR FUNCTION OP THK SKITIEI

All transfer folders who were cancelled after being admitted or because of not paying the
advance deposit.

7. RECORD SERIES FORMAT(S]

XX LETTER SIZE O MICROFILM

• LEGAL SIZE ° COMPUTER TAPE

D BOUND BOOK D FLOPPY DISK

• AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

^ALPHABETICAL

O NUMERICAL

a CHRONOLOGICAL.

a GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

XX FILE DRAWER(S)

D MICROFILM REEL(S)

1/2 D COMPUTER TAPE(S)

" " " " " • OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

O FILE DRAWER(S)

Yl ~ ° MICROFILM REEL(S)

kUMfce« ° COMPUTER TAPE(S)

i .

| l l ' TILE IS USED

XX DAILY • WEEKLY O MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER
2 n MONTH(S) ^YEARlS)

NUMBER _

; 1 3 . CURRENT LOCATION(S) ( BLDG.,FLOOR,ROOM)

Room 228, Hitchins (Admissions)
1 4 . IS RECORD SERIES DUPLICATED ELSEWHERE?

t i r m c i , BPEciPY /.aeNCY OR o r r i c e )
a YES Xa NO

18. ACCESS RESTRICTIONS B YES XH NO

( ir YKS, CITK LAv(s) * RIQULATI ON I S )

16. AUDIT REQUIREMENTS

D NONE KXsTATE Q FEDERAL E INDEPENDENT

17. IS AN INDEX SYSTEM USED! (ir YC8.U7LAIN

•RIKFLY AKO DKSCRtBK ANY HAROIARc/ BOFT1ARK )

X» YES • NO

On Vax computer.

18. RECOMMENDED RETENTION

Retain for 2 years or until all audit
requirements have been fulfilled; then
destroy.

1 9 . NAME AND TITLE OF PREPARER

Rhonda DiUbaldo, Off .Sup. II

20. TELEPHONE NUMBER

301-689-4305

2 1 . DATE

10/6/92

DCS 330-4 (REVISED 2/B7)

Fia. 7



I NSTRUCT I QMS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS BBO-I)

•

DCFARTMENT/AGENCY

UNIVERSITY OF MARYLAND SYSTEM

DEFARTMENT OF CETJERAL. 'Sf.H!' I ';SS
• RECORDS MANAGEMENT D1VJS-W

7*78 WATERLOO HOAS
P.O. BOX 27S

JESSUP, MARYLAND 20794

! AO^-'-'Y !\rA;M'!';o IH'-•[;•;••! \[}\\

2. DIVISION

FROSTBURG STATE UNIVERSITY

PACE 7 or 12

1. UNIT

Admissions

DEFINITION •RECORD SER1ES-
A CROUP OF RKLATBD MtCORDi NORMALLY FILKD AND USKD AB A UNIT PON

WKPTMENCK A« WgLL A9 HCTKNTIOW ANO Dt •POSITION runFQ«g« •__

4. RECORD SERIES TITLE

Admissions Records for Cancelled "Freshmen who paid Adv.Deposit
B. EARLIEST YEAR/LATEST YEAR

1989 TO 1990

I «. RECORD SERIES DESCRIPTION (•Rl*FUr »••«••« THK TYPKB OF" INFOWIATION/DOCUWENTS/FOIWB fOUND
•IN THE SERIES. . INCLUOR THE PURPOSE OR FUNCTION OF THK SKFttCS)

All freshmen folders who were cancelled after paying advance deposit or because of not enrollii

4
7. RECORD SERIES FORMAT(S)

XX LETTER SIZE O MICROFILM

• LEGAL SIZE • COMPUTER TAPE

D BOUND BOOK D FLOPPY DISK

• AUDIO TAPE Q VIDEO TAPE

a OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

3& ALPHABETICAL

Q NUMERICAL

• CHRONOLOGICAL

• GEOGRAPHICAL

• OTHER(SPECIFY)

>. VOLUME

XX FILE DRAWER(S)
O MICROFILM REEL(S)

1/2 D COMPUTER TAPE(S)
""*"""* • OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

O FILE DRAWER(S)
1/2 ° MICROFILM REEL(S)

NuUfcBH a COMPUTER TAPE(S)

It .

i.

FILE IS USED

XX DAILY • WEEKLY O MONTHLY

1 2 • FILE BECOMES INACTIVE AFTER
2 a MONTH(S) ^YEARtS)

NUMBEB _

; IS. CURRENT LOCATION(S) ( BLDG., FLOOR, ROOM)

Room 228, Hitchins (Admissions)
1 4 . IS RECORD SERIES DUPLICATED ELSEWHERE?

t l P YCf, SPECIFY /.SENCY OR OKPICt)
D YES Xfi NO

1 5 . ACCESS RESTRICTIONS • YES XH NO
{ IP Y18, CITK L * l ( l ] 01 RIOUUATI ON I S )

1 6 . AUDIT REQUIREMENTS

O NONE HASTATE D FEDERAL Q INDEPENDE?-:-

1 7 . I S AN INDEX SYSTEM USEDT ( I P Y C S . U Y U t I K

•RICFLY AKO OBICItlK ANY HARD!ARC/IOFTVAU )

XX3 YES Q NO

On Vax computer.

18. RECOMMENDED RETENTr I ON ' •
S

Retain for 2 years or until all audit
requirements have been .fulfilled; the:
destroy. • ' i

19. NAME AND TITLE OF PREPARER

Rhonda DiUbaldo, Off.Sup.II

20. TELEPHONE NUMBER

301-689-4305

2 I. DATE

10/6/92

DCS 330-4 (REVISED 2/87)

Fig. 7

-



•

INSTRUCTI CfrlS - - TYPE OR PRirrt" A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS SBO-t }

DEPARTMENT OF CENERAL. SE.:-TV

RECORDS MANAGEMENT D .1V \ -. '. ••

72.78 WATERLOO BGAB

P.O. BOX 27S

JESSUP, MARYLAND 20794

'•..*>.'••'•'( ':'•£'• J'itittZ i K Y ) : T ; c U K Y \

PACE
8

OF 12

DEPARTMENT/AGENCY

UNIVERSITY OFvMARYLAND SYSTE*
2. DIVISION

FROSTBURG STATE UNIVERSITY
S. UNIT

Admissions

DEFINITION-RECORD SERIES-A GROUP Or RELATED RECORDS NORMALLY FILED AND USKD AS A UNIT FOR
REFERENCE AS WE LA. AM RETENTION ANO DUWBITIClN PUHFOUKI

4. RECORD SERIES TITLE

Admissions Records for Denied Transfers

«. RECORD SERIES DESCRIPTION (•"•"""-* ° " « « « THE TYPEB or INFORMALON/DOCUMENTS/FORMS FOUND

•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES)

All transfer folders of students who did not meet admissions standards and are classified as
denials.

•

7. RECORD SERIES FORMAT(S)

XX LETTER SIZE O MICROFILM

• LEGAL SIZE • COMPUTER TAPE

• BOUND BOOK O FLOPPY DISK

Q AUDIO TAPE D VIDEO TAPE

• OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

3& ALPHABETICAL

• NUMERICAL

• CHRONOLOGICAL

• GEOGRAPHICAL

D OTHER(SPECIFY)

9 . VOLUME

XX FILE DRAWER(S)
• MICROFILM REEL(S]

1 / 4 O COMPUTER TAPE(S)
HXJMaK* D OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

a FILE DRAWER(S)

-j/4 a MICROFILM REEL(S]

hUUfcgH ° COMPUTER TAPE(S)

i II.

i:

FILE IS USED

IK DAILY • WEEKLY • MONTHLY

I Z* FILE BECOMES INACTIVE AFTER

2 D MONTH(S) ^ Y E A R ( S )

; IS. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

Room 228, Hitchins (Admissions)
1 4 . IS RECORD SERIES DUPLICATED ELSEWHEPET

t l P I f t l . SPECIFY /.OENCT OR OrFlCE)

a YES XS NO

IS. ACCESS RESTRICTIONS ° YES XH NO
( ir YES, CITE LJUr(s) * RIQULAT I ON ( S )

18. AUDIT REQUIREMENTS

a NONE SXSTATE • FEDERAL • INDEPENDENT

17. IS AN INDEX SYSTEM USED? (ir YES.EXPLAIN
•RIEPLY AKO DESCRIBE ANY HARDWARE./SOFTWARE)

X» YES • NO
On Vax computer.

18. RECOMMENDED RETENTION

Retain for 2 years or until all audit
requirements have been fulfilled; then
destroy.

IS. NAME AND TITLE OF PREPARER

Rhonda DiUbaldo, Off.Sup.II

20. TELEPHONE NUMBER

3O1-689-A3O5

21. DATE

10/6/92

DCS 330-4 (REVISED 2/87)

Fig. 7



INSTRUCT 1QNS- -TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OH
REVISED RECORD SCRIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS 5B0-IJ

DEPARTMENT/AGENCY

UNIVERSITY OF MARYLAND SYSTE*

DEPARTMENT OF CEJN5EJV-.'., «V : -A
RECORDS MANAGEMENT DiV!S3ffi4

727 8 WATERLOO HQAC
P.O. BOX 278

JESSUP, MARYLAND 20794

i /\-:;::-.rii,V HriCOnOS INVhi-'iOi--.

2 . DIVISION
FROSTBURG STATE UNIVERSITY

PAGE or 12

J . UNIT
Admissions

DEFINITION-RECORD SERIES
A GROUP OP RELATED RECORD*. NORMALLY FILED AND USKO AS. A UNIT FOR

REFERENCE AS WELL A» RETENTION AND DISPOSITION PUWFOggl •__

4. RECORD SERIES TITLE

Admissions Records for .Inactive/Cancelled Part-time Students

5. EARLIEST YEAR/LATEST YEAR

1989 TO 1990

I B. RECORD SERIES DESCRIPTION ( • l t l « | r U r » M « l l M t THK TYPES Or 1NFORUATION/DOCU1*NTS/FORMS POUND
•IN fH£ SERIES. . INCLUDE THK PURPOSE OR FUNCTION OF THK IBRIES)

All student folders who were cancelled non-matriculated part-time students or because of
being inactive.

•

7. RECORD SERIES FORMAT(S)

XX LETTER SIZE ° MICROFILM

O LEGAL SIZE Cl COMPUTER TAPE

• BOUND BOOK G FLOPPY DISK

a AUDIO TAPE • VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

2& ALPHABETICAL

• NUMERICAL

• CHRONOLOGICAL

• GEOGRAPHICAL

D OTHER(SPECIFY)

9 . VOLUME

XX FILE DRAWER(S)
• MICROFILM REEL(S)

1 / 4 O COMPUTER TAPE(S)
NUMBEft o O T H E R ( S p E c l i r Y j

10. ANNUAL ACCUMULATION

D FILE DRAWER(S)
"L/4 a MICROFILM REEL(S)

RTHnSCT* ° COMPUTER TAPE(S)
• 0 fYrwp-p(«w(-igv)

II .

i:

TILE IS USED

XX DAILY a WEEKLY D MONTHLY

1 2' FILE BECOMES INACTIVE AFTER

2 D MONTH(S) ^YEAR(S)
NUMBER ;

13. CURRENT LOCATION(S) ( BLDG., FLOOR,ROOM)

Room 228, Hitchins (Admissions)

14. IS RECORD SERIES DUPLICATED ELSEWHERET

tir YCI. SPECIFY AOEKCY OR OFFICE)

a YES XQ NO

I S . ACCESS RESTRICTIONS • YES XH NO

( IP T I B , CITK LAV(s) A REOULATI ON ( S )
I S . AUDIT REQUIREMENTS

• NONE KX STATE • FEDERAL D INDEPENDCS

1 7 . I S AN INDEX SYSTEM USEDT ( I F Y C S . U ^ L A I N

BRIEFLY AND DKICRIIC ANY HARDlARe/BOFTVARK )

X» YES a NO
On Vax computer.

IB. RECOMMENDED RETENTION

Retain for 2 years or until all audit
requirements have been fulfilled; the:
destroy.

19. NAME AND TITLE OF PREPARER

Rhonda DiUbaldo, Off.Sup.II

20. TELEPHONE NUMBER

3O1-689-A3O5

2 I. DATE

10/6/92

DCS 330-4 (REVISED 2/87)

Fia. 7



I f JS-rauCT.I QMS - - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS SBO-t)

DEPARTMENT OF CENEFLH)-. SE"V;
RECORDS MANAGEMENT K? 5 Y;;:;..

727S WATERLOO jiHJAO
P.O. BOX Z7S

JESSUP, MARYLAND Z0794

'•• A^NCY R£G.:HU> iNn.WI'OKY I

PACE in or 12

kDEPARTMENT/AGENCY
'UNIVERSITY OF*IIARYLAND SYSTE*

2. DIVISION

FROSTBURG STATE UNIVERSITY
>. UNIT

Admissions

DEFINITION-RECORD SERIES*A QROUP Or RKLATKD RCCORDI NORMALJ.Y CILIO AND USKO AS A UNIT I*OR
RKrCRKNCK A« WB1O. A» RgTKNTlON AND PI •POSITION fUWFOBg* ;_

4. RECORD SERIES TITLE

Admissions Records for Inactive/Cancelled Special Students

B. EARLIEST YEAR/LATEST YEAR

1909 TO 1990

I «. RECORD SERIES DESCRIPTION (•RIE'"-T »«•«!•* ™ K TfKI OF INFORUATION/DOCU»«NTS/rOR«H rOUNO
•IN fHE SERIES. . INCUUOK THX PURPOSE OR FUNCTION OF THK URIEf)

All student folders were cancelled special students taking non-degree courses and were-not
pursuing a degree or because of being inactive.

7. RECORD SERIES FORMAT(S)

XX LETTER SIZE ° MICROFILM

• LEGAL SIZE • COMPUTER TAPE

M | BOCND BOOK • FLOPPY DISK

^ ^ AUDIO TAPE n VIDEO TAPE

D OTKER(SPECIFY)

8. RECORD SERIES SEQUENCE

^ALPHABETICAL

Q NUhCRICAL

• CHRONOLOGICAL

• GEOGRAPHICAL

Q OTHER(SPECIFY)

9 . VOLUME

2&F1LE DRAVER(S)
• MICROFILM REEL(S)

1 / 4 D COMPUTER TAPE(S)
NUMBER

a OTHER(SPECIFY)

10. ANNUAL ACCUMULATION

• FILE DRAWER(S)
^/^ O MICROFILM REEL(S)

NUUHn*' ° COMPUTER TAPE(S)

| ll* riLE IS USED

XX DAILY • WEEKLY • MONTHLY

12* FILE BECOMES INACTIVE AFTER
2 a MONTH(S) ^YEAR(S)

; IJ. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

Room 228, Hitchins (Admissions)
14. IS RECORD SERIES DUPLICATED ELSEWHERET

tip Y M , IPCCIPV /.OCKCY OR orrtce]
a YES XB NO

IS. ACCESS RESTRICTIONS • YES XH NO

(ir Yis, CITS LAV(S) & RBOUUATION(S)

16. AUDIT REQUIREMENTS

D NONE KXSTATE D FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT [ir V H . U 7 U 1 N

•RIKTUY AKO DESCRIBE ANY HARDWARE/SOPTWARK )

XXJ YES • NO

On Vax computer.

18. RECOMMENDED RETENTION

Retain for 2 years or until all audit
requirements have been fulfilled; then
d e s t r o y . , ". '",'"', •..<•<

a. NAME AND TITLE OF PREPARER

Rhonda DiUbaldo, Off.Sup.II

20. TELEPHONE NUMBER

301-689-4305

21 . DATE

; lp/6/92

DCS 3S0-4 (REVISED 2/87)

i Fig. 7



INSTRUCT1 QMS - - TYPE OR PRIMT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

[(DOS »BO-I}

DEFARTMENT/AGENCY

UNIVERSITY OF MARYLAND SYSTQ

DEPARTMENT OF GENERAL S*;K" W I S
RECORDS MANACEMEKT1 S3 5 V f. £ ?rtn*.

7278 WATERLOO fiC?£j
P . O . BOX 2 7 8

JESSUP, MARYLAND 2 0 7 9 4

AOUiC ŜECURDS UWfrNiMY

2. DIVISION
FROSTBDRG STATE UNIVERSITY

PAGE 11 OF 12_

J. UNIT
Admissions

DEFINITION-RECORD SERIES-A OROUP Or RKLATSD RKCORDf NORMALLY FILJtD AND UtID AS A UNIT FOR
RKFCRKNCK A« WELL A» KCTWTICW AND DISPOSITION FUWFOggl •__

4. RECORD SERIES TITLE

Admissions Records for Cancelled. Re-entry Students
5 . EARLIEST YEAR/LATEST YEAR

•1989IL_ TO 1990

S E R I E S DESCRIPTION l B R I I M r | - ' r DMCIIIMC TKK TYPKS OF" INFORMAT1 ON/DOCUMENTS/PORMS FOUND
•IN THE SERIES. . INCLUDE TKK PURPOSE OR FUNCTION OF THK IER1EI

All student folders who were cancelled re-entry students who took courses at Frostburg State
University before and then returned to FSU to finish a degree.

•

7. RECORD SERIES FORMAT(S)

XX LETTER SIZE O MICROFILM

• LEGAL SIZE • COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

D AUDIO TAPE D VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

3© ALPHABETICAL

• NUMERICAL

• CHRONOLOGICAL

• GEOGRAPHICAL

D OTHER(SPECIFYj

9. VOLUME

JR FILE DRAWER(S)
• MICROFILM REEL(S)

T,M Q COMPUTER TAPE(S)
NU>4BC'1 • OTHER( SPECIFY)

10. ANNUAL ACCUMULATION
D FILE DRAWER(S)

Y/h O MICROFILM REEL(S)
NUU&gH ° COMPUTER TAPE(S)

• a QTVg?P( <ZT»rr I F Y |

i:

! ll' FILE IS USED

)QC DAILY a WEEKLY O MONTHLY

1 2 # FILE BECOMES INACTIVE AFTER
2 D MONTH(S) ^YEAR(S)

NUMBEH

; 13. CURRENT LOCATION(S) ( BLDC. , FLOOR, ROOM)

Room 228, Hitchins (Admissions)
14. IS RECORD SERIES DUPLICATED ELSEWHERET

ttF Tel, SPECIFY /.8EKCY OR OFFICE)
D YES X£ NO

IS. ACCESS RESTRICTIONS ° YES XS NO
( I r YKS , CITE LA»( S ) & RKQULATI ON ( 8 )

16. AUDIT REQUIREMENTS

D NONE INSTATE D FEDERAL n INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|p YKS.K^^LAIN
• RIKFLY AND DEBCRIBK ANY HARDIARC/ SOFTWARE)

XJO YES • NO
On Vax computer.

18. RECOMMENDED RETENTION

Retain for 2 years or until all audit
requirements have been fulfilled; th;
destroy.

1 9 . NAME AND TITLE OF PREPARER

Rhonda DiUbaldo, Off.Sup.II

20. TELEPHONE NUMBER

3O1-689-A3O5

2 I . DATE

10/6/92

DCS 330-4 (REVISED 2/87)

Fior. 7



I frSTPtjCT I QMS - - TYPE OR PRINT A
SEPARATE FOF94 FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DGS SBO-t }

DEPARTMENT OF GENERAL. SERVICES

RECORDS MANAGEMENT DIVISION

7278 WATERLOO ROAD

P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 12 OF 12

P DEPARTMENT/AGENCY
UNIVERSITY OF MARYLAND SYSTEt

2 . DIVISION
FROSTBURG STATE UNIVERSITY

S. UNIT

. Admissions

DEFINITION-RECORD SERIES-* O*OU* O r WILATED RECORDS NORMALLY FILED AMD U » D AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION ruwPOHM

A. RECORD SERIES TITLE

Admissions Records for Cancelled.Graduate Students
5 . EARLIEST YEAR/LATEST YEAR

• 1 9 8 7 -TO 10.RR

6. RECORD SERIES DESCRIPTION (BRIEFLY DESCRIBE THE TYPES OF" INPORUATION/DOCUMeNTS/FORMS POUND
•IN THE SERIES. . INCLUDE THE PURPOSE OR FUNCTION OP THE SERIES)

All students talcing graduate courses who are cancelled or become inactive.

7. RECORD SERIES FORMAT(S]

XX LETTER SIZE O MICROFILM

O LEGAL SIZE Q COMPUTER TAPE

BOUND BOOK • FLOPPY DISK

AUDIO TAPE Q VIDEO TAPE

D OTHER(SPECIFY)

•

8. RECORD SERIES SEQUENCE

^S ALPHABETICAL

O NUMERICAL

O CHRONOLOGICAL

O GEOGRAPHICAL

D OTHER(SPECIFY)

9. VOLUME

NUMBER

}ffFILE DRAWER(S)
• MICROFILM REEL(S)
D COMPUTER TAPE(S)
OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
0 FILE DRAWER(S)

X 3 MICROFILM REEL(S]
NUUBKR ° COMPUTER TAPE(S)

II . FILE IS USED

XX DAILY D WEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER
2 a MCNTH(S) y&

NUMBER YEAR(S)

; 13. CURRENT LOCATION(S) ( BLDG. ,FLOOR,ROOM)

Room 228, Hitchins (Admissions)
14. IS RECORD SERIES DUPLICATED ELSEWHERE?

tlP YES, SPECIFY /.OEKCY OR Office)
a YES Xs NO

15. ACCESS RESTRICTIONS • YES XS NO
( IP YES, CITE LAw(s) & REOULATI ON ( 8 )

16. AUDIT REQUIREMENTS

D NONE BXsTATE D FEDERAL 0 INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|p YES.EXPLJUN
BRIEFLY AKD DESCRIBE ANY HAROtARc/ BOfTIARE )

XX3 YES a NO
On Vax computer.

is. RECOMMENDED RETENTION

Retain for 2 years or until all audit
requirements have been fulfilled; then
destroy.

NAME AND TITLE OF PREPARER

Rhonda DiUbaldo, Off.Sup.II

20. TELEPHONE NUMBER

301-689-A305

2 I . DATE

10/6/92

DCS 3S0-4 (REVISED 2/87)

i Fig. 7


